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I.  	BACKGROUND

G.O. 523 states that “when appearance tickets are issued without posting bail, the arraignments will be a minimum of 2 days following their issuance”.  G.O. 521 states “when an appearance ticket is issued in lieu of a physical arrest, the entire PDR will be forwarded with the appearance ticket(s) attached, directly to the Headquarters and Records Unit via the Records Service Counter, 24 hours prior to the date of the court appearance”. City Records Personnel should be notified of all PDRs submitted. This is to allow adequate time to complete the work needed to have the defendant placed on the docket for the correct court date.  Failure to meet these time frames will require that the arraignment be rescheduled.  


II. POLICY

A sign-in log has been established at the Records Service Counter for arrest paperwork (tickets, warrants and/or informations submitted; NOT the PDR). The log will be completed for every arrival of arrest paperwork, and the paperwork will be placed into the wire tray at the Records Service Counter for pick up every morning by 7AM by Rochester City Court Personnel. The purpose of this log is to provide written documentation of the date and time the paperwork was submitted.  This log DOES NOT take the place of notifying City Records Personnel of an incoming PDR.


III. PROCEDURE

The Court Liaison Unit is responsible for maintaining the log sheets.  The unit will check the log sheets on the clip board at the Records Service Counter every morning, replenish new log sheets as needed, and place older log sheets into the log book which is kept at the Court Liaison workstation.  When the book is full, the court liaison will remove a section, band it together by month, and place in the Court Liaison File Cabinet.



